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301 INCENTIVE AWARDS PROGRAM (NO9BD)

Ref: (a) S/HHRO Instruction 12451.1 (NOTAL)
(b) CPI 451 (NOTAL)

This article provides supplementary guidance for use in conjunc-
tion with reference (a) for conducting the Navy Incentive Awards
Program within OPNAV. (NOTE: Navy Incentive Awards are not to
be confused with awards connected with annual performance
appraisals.)

301.1 Background. Reference (b) establishes the Department of
the Navy Incentive Awards Program and provides guidance on
responsibilities and authority for conducting the program.
Examples of the types of awards included within the Navy
Incentive Awards program are:

* Special Act Award
* Beneficial Suggestion Award
* Invention Award
* Honorary Award
* Time-Off Award
301.2 Definitions

a. Special Act Award means group or individual recognition
of a non-recurring contribution either within or outside of
normal job responsibility such as a scientific or value engineer-
ing achievement, act of heroism, cost avoidance, or exemplary
accomplishment. This is a monetary award. Use Tab A of this
article to compute the amount. Senior Executive Service members
are limited to $4500 and awards require approval of the Executive
Resources Board.

b. Beneficial Suggestion Award means a monetary award
granted for a contribution or idea with tangible and/or intan-
gible benefits which is adopted by management. Use Tab A of this
article to compute the amount.

c. Invention Award is a form of recognition granted for all
invention disclosures approved for filing, Letter Patents granted
or Statutory Invention Registrations (SIRs) issued. This is a
monetary award. Use Tab A to compute amount.
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d. Honorary Awards are granted for significant one-time
achievements of an individual or group or for sustained outstand-
ing career achievements of an individual. The most frequently
used awards are the Meritorious Civilian Service, Superior
Civilian Service, and the Distinguished Civilian Service. The
Meritorious and Superior may be approved by OPNAV Principal
Officials (OPOs). The Distinguished requires Secretary of the
Navy approval. These awards are non-monetary and consist of a
certificate and medal set.

e. Time off from duty, called a "time-off award", may be
granted in recognition of superior accomplishment or other per-
sonal effort that contributes to the quality, efficiency, or
economy of government operations. The amount of the time-off
award should be proportionate to the value of the contribution
being recognized. Contact NO9BD if you have questions concerning
award amounts.

(1) First level supervisors may grant time-off awards not
to exceed 1 workday, without further review and approval.
However, the award must be justified and documented (forms are
available in NO9BD) and an SF-52 (Request for Personnel Action)
must be sent to Secretariat/Headquarters Human Resources Office
(S/HHRO) for processing and submission to payroll.

(2) A decision to grant a time-off award for a period in
excess of 1 workday must be submitted for review and approval to
the Assistant Vice Chief of Naval Operations (N09B) via the OPO
and NO9BD. The maximum amount of time off which may be approved
for any single contribution is 40 hours. The total amount of
time off given a full-time employee in 1 leave year cannot exceed
80 hours.

301.3 Delegation of Authority. OPOs are delegated authority
enumerated in reference (b) equivalent to that of Echelon 2
activities with the following limitations:

a. Budgetary approval must be obtained prior to approval of
any Special Act.

b. Beneficial Suggestion awards will only be approved for
improvements implemented internally within the OPO's organiza-
tion. Broader applications will be forwarded to NO9B for
approval.

c. Special Act awards in excess of $5,000.00 must be
submitted to OPNAV Incentive Awards Board (see charter at Tab B).
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d. Invention Awards require approval by NO9B.

e. Time-off awards of more than 1 day must be submitted to
NOSB.

301.4 OPNAV Incentive Awards Board (See charter at Tab B)

a. Make recommendations to N09B for forwarding of honorary
awards for which SECNAV or higher is the approval authority.

b. Review and recommend action on beneficial suggestions
which have application beyond an OPO's organization or require
SECNAV or higher approval.

c. Review and recommend action on proposed Special Act
Awards to individuals in excess of $5,000.00.

d. Review and recommend action on all invention awards.

301.5 Assistant Vice Chief of Naval Operations (NO9B)

a. Recommend or approve action as appropriate for the
following awards for OPNAV personnel:

(1) Those requiring SECNAV or higher approval.
(2) Special Act Awards for the amount exceeding $5,000.00.
(3) Beneficial suggestions of OPNAV-wide or broader scope.
(4) Invention Awards.
(5) Time-off Incentive Awards of more than 1 day.

b. Provide monetary authority for Special Act Awards.

c. Coordinate the personnel award program among OPOs,

S/HHRO, and the OPNAV Incentive Awards Board to ensure adequacy

of documentation, processing, efficiency, and monetary control.

d. Provide administrative support to OPNAV Incentive Awards
Board.

e. Maintain central files on OPNAV awards program implemen-
tation.
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S8CALE OF RECOMMENDED AWARD AMOUNTS

BASED ON TANGIBLE BENEFITS !

Table 1.
BENEFITS
Estimated First-Year Benefits to Government

Up to $10,000 in benefits

Between $10,000 and $100,000
in benefits

More than $100,000 in benefits

1

AWARD

Amount of Award to Emplovee
10% of benefits

$1,000, plus 3% to 10% of
benefits over $10,000

$3,700 to $10,000 for the
first $100,000 in benefits,
plus 0.5% to 1.0% of benefits
above $100,000, up to $25,000,
with the approval of the
Office of Personnel Management.
Presidential approval is
required for all awards of
more than §$25,000.

This scale is a recommendation only; agencies have the authority

to develop scales that meet their particular needs.

(Source:

TAB A

FPL 451-11 of 9 Feb 93)
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Table 2. S8CALE OF RECOMMENDED AWARD AMOUNTS
BASED ON INTANGIBLE BENEFITS !

EXTENT OF APPLICATION
LIMITED EXTENDED BROAD GENERAL
Affects functions, Affects functions, Affects functions, Affects functions,
mission, or personnel | mission, or persoane! | mission, or personnel | mission, or personnel
VALUE OF of one facility, instal- | of an entire regional of several regional of more than one
BENEFIT lation, regional arca, area, command, or arcas or commands, or | department/agency,
or an organizational burcau. an catire department | or is in the public "
element of head- Affects an important or ageacy. ml.eun.lhmughout
quarters, N . the Natioa and
arcs of science oc Affects an extensive beyond
Affects a small area of | technology. ares of science or yoad.
science or technology. technology.
MODERATE VALUE
Change or modification
of an openting principle $25 - 3128 ) $125 - $325 $325 - $650 $650 - $1,300
or procedure with limit-
ed impact or use,
SUBSTANTIAL VALUE
Substantial change or
modification of proce-
dures. An important $125 - $325 $325 - $650 $650 - $1,300 $1,300 - $3,150

improvement to the
value of a product,
activity, program, or
service to the public.

HIGH VALUE

Complete revision of
a basic principle or
procedure; a highly $325- 8650 $650 - $1,300 $1,309 - $3,150 $3,150 - $6,300
significant improvement
1o the value of a product
or service.

EXCEPTIONAL VALUE

Initiation of & new princi-
ple or major procedure; 8
superior improvement to $650 - $1,300 $1,300 - 53,150 $3,150 - $6,300 $6,300 - $10,0002
the quality of a critical
product, activity, pro-

gram, or service o the
public.

! ‘This scale is a recommendation only; agencies have the authority to develop scales that meet their needs.
Agencies should adapt the terminology used in the scale to make i more relevant to their organization and
mission. Also, agencics may provide for some exceptions to these amounts to provide management with
flexibility in rewarding employees. Agencies may also consider the suggested award amounts as baseline
information, to be adjusted in the future based on inflation indices or other factors that would reflect

reductions in the real dollar value of the awards.

An award of more than $10,000, up to $25,000, may be granted with the approval of OPM. An award above
$25,000 may be granted with the approval of the President. Such awards should normally not exceed $50,000.

(Source: FPL 451-11 of 9 Feb 93)
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OPNAV INCENTIVE AWARDS BOARD CHARTER

Background. CPI 451 assigns to activity heads the following
responsibilities:

a. Developing and implementing an Incentive Awards Program.
b. Effective use of awards to motivate employees.
c. Conducting an annual review of the awards program.

Charter of the OPNAV Incentive Awards Board

The OPNAV Incentive Awards Board is a group of military and
civilian personnel established to assist in carrying out the
Department of the Navy and OPNAV Incentive Awards programs per
applicable policies and procedures.

a. Board Composition

(1) The Board membership shall represent the major OPNAV
directorates and shall include civilian and military representa-
tion as well as representation of minority group members and
women. NO9B will request nominations when needed.

(2) The Chairperson will be designated by N09B. He or
she will be a high level civilian or military manager with a
strong commitment to the Incentive Awards Program.

(3) NO9BD1 will serve as the Executive Secretary of the
Board.

b. Appointment to the Board

(1) The individual serving as Executive Secretary shall
automatically be on the Board, as a non-voting member.

(2) All other Board members shall be appointed for an
indefinite term by NO9B.

c. Meetings of the Board
(1) The Board will meet when called by the Chairperson.
(2) A majority of the members must be present at a

meeting in order to vote on recommendations.

301-6
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d. Board Functions

(1) Review recommendations for honorary or cash awards
for Department of the Navy employees requiring CNO, SECNAV and/or
higher level approval.

(2) Review the OPNAV awards program annually and submit
the evaluation of this program to NO9B.

(3) Review awards recommended in excess of delegated
monetary limits approvable by Echelon 2 commands.

301-7
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302 OUTPROCESSING OF CIVILIAN EMPLOYEES (N0SB23)

This article outlines procedures for processing civilian
personnel separations (resignation, retirement and transfer) from
OPNAV and OPNAV Support Activity.

302.1 Policy. 1In order to meet security requirements, clear
travel advances, maintain personnel files, and ensure official
processing of employee records, civilian personnel are required
to complete the OPNAV Civilian Personnel Check-out Sheet prior to
separation.

302.2 Responsibilities. OPNAV Principal Officials should
designate a personnel liaison representative within their
directorate. The name, N-code, and telephone number should be
provided to N09B23. The liaison representative will be respon-
sible for:

a. Providing the separating employee with the check-out
sheet.

b. Ensuring the upper portion of the sheet is completed.

c. Forwarding an original Request for Personnel Action (SF-
52), properly completed and signed, to N09B23, Room 4D386.

d. Signing and dating the check-out sheet upon completion of
the above requirements.

Employees are required to obtain initials from each designated
check-out office and must have in their possession a copy of
their SF-52 during this process.

302.3 Check-out Sheet. Personnel Liaisons may obtain copies of

the check-out sheet from the Resource Management Branch
(NO9B23), Room 4D386.

302-1
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303 EMPLOYMENT - DETERMINING RATE OF BASIC COMPENSATION FOR
CIVILIAN EMPLOYEES (N0O9BD/N09B23)

Ref: Federal Personnel Manual (FPM), Chapter 531

Civilian Personnel Instruction (CPI) 531

CPI 301

FPM Supplement 532-1

CPI Supplement 532-1

OO0

This article sets forth OPNAV policies and procedures governing
pay adjustment for General Schedule and Wage Grade employees in
position change, appointment and reemployment actions. The
provisions of this article apply to OPNAV employees paid from
appropriated funds, and to reinstatement eligibles selected for
OPNAV vacancies.

303.1 Policy. It is Department of the Navy (DON) and Office of
the Chief of Naval Operations (OPNAV) policy not to use a step
above the minimum step rate required by law or regulation unless
it is in the interest of the government. Whenever a higher rate
is permissible, management will assess the rate to be set in
light of the needs of OPNAV, assessment of the quality of the
employee, the equity among employees, and the availability of
funds. 1In no case will there be an "automatic" placement in the
highest rate permissible. Each case will be judged on its
individual merits. )

303.2 Highest Previous Rate

a. This is the highest rate of basic pay previously paid to
an employee while serving in a position not limited to 90 days or
less in a branch of the federal government, regardless of whether
or not the position was subject to the General Schedule.

b. When an employee moves into a position by promotion,
demotion, reassignment, or reinstatement, the employee may be
paid at any rate which does not exceed his/her highest previous
rate. If the highest previous rate falls between two rates of
the new grade, the employee may be given the higher rate.
However, use of the highest previous rate in all personnel
actions will follow the policy in paragraph 303.1.

303.3 Reduction in Force or Transfer of Function Placement.
Employees of the Department of Defense (DOD) who are separated or
are scheduled for separation by reduction in force or failure to
accompany a function, and who are placed through the Priority
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Placement Program (PPP) or by reassignment or transfer, or
through the Reemployment Priority List (RPL), will have their pay
fixed in the new grade at a step rate which preserves the last
earned rate. For this purpose, "last earned rate" does not
include the rate earned in a position or rating to which
temporarily promoted nor does it include a night shift
differential. This requirement does not preclude the use of the
highest pay previous rate under references (a) and (b).

303.4 Assignment Based on Return Rights of Emplovees Assianed
Duty Outside CONUS. Employees exercising return rights upon
completion of an overseas assignment will receive a basic rate of
compensation equal to the rate received immediately prior to
their return, or at the rate to which they would have been
entitled had they not been assigned to overseas duty, per
reference (c).

303.5 Simultaneous Pay Changes. When employees become entitled
to two pay changes at the same time, the changes are processed in
the order which provides the maximum benefit.

303.6 Promotion, Permanent and Temporary

a. General Schedule employees must receive the rate in the
new grade which exceeds the rate in the previous grade by an
amount equal to two within-grade increases in the grade from
which promoted. However, this cannot exceed the maximum rate of
the grade.

b. General Schedule employees on "pay retention" are
entitled, when promoted, to a rate two steps above the rate that
they would have been receiving if not on "pay retention" or their
existing rate of pay if that rate is higher.

c. Wage Grade employees, upon promotion, are entitled to be
paid at the lowest schedule rate of the grade which exceeds the
employees' existing rate of pay (including a retained rate of
pay) by no less than one step increment of the grade from which
promoted, but not to exceed the maximum schedule rate of the
higher grade. When the amount of the step rate varies, the
smallest step rate is to be used in applying this "one-step"
rule.

d. Employees promoted from General Schedule to Wage Grade

jobs are entitled to be paid at the lowest scheduled rate of the
Wage Grade level which equals or exceeds their rate of pay in the
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General Schedule position plus one step rate increment in the
General Schedule grade from which promoted. A comparison of
representative rates in these cases will be made to determine
whether or not an action is in fact a promotion. The representa-
tive rate for all General Schedule grades is the fourth step, and
for all Wage Grade levels, the second step.

e. Employees promoted from Wage Grade to General Schedule
positions are entitled to receive that rate of pay in the General
Schedule position which simply exceeds their Wage Grade rate. A
comparison of representative rates as defined above will be made
to determine whether or not an action is in fact a promotion.

f. Under reference (a), an employee in a General Schedule
position who regularly has responsibility for supervision over
wage grade employees whose pay is higher than that of the General
Schedule supervisor may be entitled to an upward adjustment in

pay.
303.7 Pay Upon Termination of Temporary Promotion. When

employees are temporarily promoted and receive an equivalent
increase, a waiting period for an increase in the higher grade
begins. Upon being returned to their regular positions,
employees are given the rate and the waiting period credit they
would be entitled to had they remained in the lower grade. Thus,
during a temporary promotion employees are fulfilling the waiting
period requirement for both the grades from which and to which
promoted.

303.8 Change to Lower Grade at Employee's Request. Employees

who are changed to a lower grade at their request may not be
granted salary retention. However, the salary may be set at the
maximum rate permissible under the highest previous rate rule as
stated in paragraph 303.2. When employees request a change to
lower grade with the prospect of promotion back to the former
grade as soon as possible under merit promotion rules, a rate in
the lower grade should be selected which upon re-promotion will
place them in a rate in the higher grade to which they would have
been entitled had they remained in that grade. Employees
requesting such a change must specify in writing not only the
grade, but the minimum acceptable step. Management may accept or
reject the request. Employees will be advised of the rate to be
paid prior to being placed in the position.

303.9 Pay for Details. When employees are detailed to perform
duties of another position, as distinguished from being appointed
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or assigned to the position, they are not entitled to the pay of
the position to which detailed.

303.10 Action. On all personnel actions, the staffing
specialists in Secretariat/Headquarters Human Resources Office
(S/HHRO) will determine eligibility for step rates per references
(a), (b), (d), and (e), and other applicable regulations.
Discretionary situations in setting pay for positions will be
resolved by the appropriate selecting official following the
policy in paragraph 303.1.
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304 HOURS OF DUTY AND OVERTIME (NO9BD)

Civilian Personnel Instruction (CPI 610)
NRFCWASHINST 7410.3B (NOTAL)

Ref: (a) Federal Personnel Manual (FPM), Chapter 550
(b) FPM 551
(c) FPM 610
(d) FPM 630
(e)
(£)

This article sets forth the policies and procedures to be
followed in determining hours of work and authorizing pay for
OPNAV civilian employees following references (a) through (f).

304.1 Definitions

a. Administrative workweek means a period of 7 consecutive
calendar days. In OPNAV, the administrative workweek is Sunday
through Saturday and is used for computing leave and pay.

b. Basic workweek is the period for which an employee is
paid straight-time pay. For full-time employees paid on an
annual basis, the basic workweek is 40 hours spread over not more
than 6 days of the administrative workweek, unless the employee
is working on an approved compressed work schedule. For
employees in wage systems, the basic workweek is 40 hours and the
basic workday is 8 hours.

c. Compressed Work Schedule (CWS)

(1) CWS is an 80-hour biweekly period compressed into 9
days. The biweekly work period will consist of 8 9 1/2 hour
days, 1 8 1/2 hour day (both including a 30 minute lunch break)
and 1 "day off" to complete the basic work requirement of 80
hours for a biweekly pay period. The 8 1/2 hour day will be
scheduled on the same day as the "day off" in the alternate week.
A sample time card (DAO-ARL 0007) is provided at Tab A.

(2) An employee may elect to participate in the CWS
provided that his or her participation does not interfere with
the employee's performance of officially assigned duties.

(3) Supervisors retain the right to set up or change any
work schedule to avoid adverse impact on daily operations.
Exclusion from CWS is not grievable. Questions concerning CWS
may be addressed to NO9BD.
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d. Premium pay is additional pay for overtime, night,
holiday, or Sunday work. Premium pay for wage system employees
is not discussed in this article. Reference (f) provides
additional information on premium pay for wage system employees.

e. Certifying official is a supervisor or an individual
operating in a supervisory capacity who signs the time card to
certify its accuracy.

f. Timekeeper is the person engaged in the maintenance of
time cards.

304.2 Policy. It is OPNAV policy that the following rules be
observed:

a. Employees will be given advance notice of changes in
tours of duty in order that they may make advance plans for the
use of their non-work time.

b. The occurrence of a holiday will not affect the designa-
tion of the basic workweek.

c. Overtime and compensatory time work will be avoided
whenever possible.

304.3 Establishment of Work Hours

a. General Information. The workweek for OPNAV civilians is
Monday through Friday, 0800 to 1630, unless covered under CWS.
Some offices may have other schedules to provide adequate
services to the activity. Employees should be notified of
changes in writing. 1In general, the basic workweek will be
scheduled on 5 days and the 2 days outside the basic workweek
will be consecutive.

b. Lunch Period. A lunch period is non-work time for which
compensation is not paid. The 8-hour workday is extended by the
length of the lunch period. The OPNAV workday is 8 1/2 hours;
the lunch period is 30 minutes.

c. Leave Usage. Annual and sick leave may be taken in no
less than 30 minute increments.
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304.4 Changing Work Weeks

a. Requirements. The days and hours of an employee's basic
workweek shall not be changed, except in rare cases, without
notice to the employee at least 3 calendar days before the first
administrative workweek affected by the change. Generally, an
employee's basic workweek shall not be changed for a period of
less than 3 consecutive weeks. Employees should be notified of
changes in writing.

b. Approval Authority. Division Directors and higher
authorities are authorized to make changes in work hours.

304.5 Overtime

a. Overtime pay is made under the provisions of Title 5 of
the U.S. Code and the Fair Labor Standards Act (FLSA). Under the
FLSA provisions, all employees are declared either "exempt" or
"non-exempt" (from the provisions of the Act). This determina-
tion is made by the Secretariat/Headquarters Human Resources
Office (S/HHRO) with guidelines established by the Office of
Personnel Management (OPM). The determination depends on the
nature of the work performed and, for executive, administrative,
and professional employees, the level of responsibility and
independence of action. Payment for overtime work for exempt and
non-exempt employees is described below.

b. Overtime should be limited to those cases in which the
mission clearly requires the commitment of personnel and funds.
Overtime is normally performed where the employee is assigned.

c. Exempt Employees. These individuals are covered only by
the provisions of Title 5 of the U.S. Code. They are paid
overtime or receive compensatory time off as follows:

(1) Overtime

(a) Overtime is authorized extra duty performed in
excess of 8 hours in a day or 40 hours in an administrative
workweek, unless on CWS. For a period of leave without pay in an
employee's daily tour of duty or basic workweek, an equal period
of overtime performed will be paid for at the rate of his/her
regular tour of duty before any remaining work hours may be paid
at the overtime rate.

(b) Overtime pay may be granted only for work which
is ordered and approved. Employees will be directed to work
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overtime by supervisory personnel after approval of overtime.
Division Directors and higher authorities are delegated authority
to approve overtime work. Approval authority must be one level
above the individual ordering the use of overtime or compensatory
time. It is also required that authorization be in writing in
advance of the performance of the work, except when the exigency
of the situation prevents prior approval in which instance,
written approval will be accomplished not later than the first
normal workday after the work.

(c) The overtime rate of pay is as follows:

l. For each exempt employee whose pay rate does
not exceed the minimum rate for GS-10, the overtime rate is one
and one-half times his/her hourly rate of basic pay.

2. For each employee whose basic pay rate
exceeds the minimum rate for GS-10, the overtime rate is one and
one-half times the hourly rate of basic pay at the minimum rate
of a GS-10.

3. Compensation during a pay period cannot,
regardless of the rate at which it is computed, exceed the rate
of basic pay for the highest payable rate for GS-15.

(d) Overtime is compensated in one-tenth hour (6
minutes) increments. An employee must be paid at the overtime
rate for all overtime worked and should be assigned overtime work
in increments of one-tenth hour.

(2) Compensatory Time is approved additional work time
for which no pay is received.

(a) An employee whose rate of basic pay does not
exceed the maximum rate of a GS-10 may choose between overtime
pay and compensatory time off for irregular or occasional
overtime work they are required to perform, up to a maximum
accrual of 80 hours compensatory time. This election must be
shown on the NAVCOMPT 2282. If the maximum compensatory accrual
has been reached, the employee will automatically be paid
overtime. An employee whose rate of basic pay is in excess of
the maximum rate for GS-10 is required to take compensatory time
in lieu of overtime pay until the 80 hour accrual has been
reached. Additional time worked will then be compensated at
appropriate overtime rates.
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(b) Compensatory time should be taken within a
reasonable period of time after the overtime work is performed,
normally within four pay periods. All such time must be taken
during the basic 40-hour workweek.

(c) Except for compensatory time earned during the
last 30 days of the leave year, the only compensatory time that
may be carried over into the following leave year is the time
that the employee was not allowed to take. Such denial must be
shown on an SF 71, Application for Leave, submitted and
disapproved prior to the third biweekly pay period before the end
of the leave year. The maximum amount of compensatory time that
may be carried over is 80 hours.

(d) Normally, compensatory time off will be granted
before annual leave is used.

d. Non-Exempt Employees. Non-exempt employees are entitled
to overtime and compensatory time off as provided below:

(1) Circumstances under which overtime pay entitlement is

earned

(a) Under Title 5 only. A non-exempt employee who is
not on an approved CWS schedule and who works over 8 hours in a
day but not over 40 hours in a week under ordered and approved
overtime is entitled to overtime pay under Title 5 only.

(b) Under FLSA only. If an employee who is not on
CWS works in excess of 40 hours in a workweek and the work was
"suffered and permitted" to be performed, rather than ordered,
the employee is entitled to overtime pay solely under FLSA. This
means that if an employee stays an hour after the end of the
workday on Friday and management sees work being performed, the
employee is entitled to overtime pay, even if there was nothing
urgent to be done. Management should ensure, therefore, that
non-exempt employees work extra hours only if the work has been
ordered and approved. An employee who is not compensated for
work that management "suffered and permitted" to be performed may
seek relief from the courts.

(c) Under both Title 5 and FLSA. If an employee has
worked ordered and approved time over 40 hours in a workweek
(unless on CWS), the employee is entitled to overtime pay under
both statutes. The employee shall be compensated under whichever
statute provides the greater overtime pay benefit.
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(2) Computation of Overtime Pay

(a) Under Title 5 only. Employees are paid under the
same provision as for exempt employees.

(b) Under FLSA only. Under FLSA, employees are paid
for overtime work at the rate of one and one-half times the
"regular" rate of pay (all includable payments for all hours of
actual work, divided by the total hours of actual work). There
is no maximum amount that can be earned under FLSA.

(c) Under both Title 5 and FLSA. A comparison of (1)
and (2) is made. The general, non-exempt employees will benefit
from payment under Title 5.

(3) Use of Compensatory Time Off

(a) Under Title 5 only. If a non-exempt employee
earns overtime pay entitlement solely under Title 5, the
provisions of paragraph 304.5c(2) (a) for exempt employees apply.

(b) Under FLSA only. If a non-exempt employee earns
overtime under FLSA only, no compensatory time off may be given;
the employee must be paid for all additional time worked.

(c) Under both Title 5 and FLSA. If an employee has
entitlement under both Title 5 and FLSA, he or she may take
compensatory time off within the same workweek in which the
additional time was performed. If compensatory time is not taken
within the same week, the employee must indicate on the time card
whether overtime pay or compensatory time off is desired. An
employee will not be able to take compensatory time if entitle-
ment is computed to be greater under Title 5; otherwise the
employee must be paid for the additional time, regardless of the
election on the time card.

304.6 Pay for Hours Worked in a Travel Status. An employee may
receive pay for hours worked while traveling at the official duty
station or away from the official duty station. For purposes of
this article, "official duty station" can generally be defined as
the District of Columbia and adjoining Maryland and Virginia
jurisdictions. Pay for hours worked may be made under Title 5
and the FLSA, as appropriate. Detailed information on
eligibility for pay for hours worked in a travel status is
available from S/HHRO.
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304.7 Holiday Pay. An employee required to work on a holiday
receives holiday pay for the first 8 hours worked. This pay is
equal to the rate of basic pay plus premium pay at a rate equal
to the rate of basic pay. An employee is entitled to pay for
overtime work on a holiday at the same rate as overtime on other
days.
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305 PREPARATION AND SUBMISSION OF POSITION DESCRIPTIONS (NO9BD)

This article describes the preparation of position descriptions,
including a guide to the use of the factor format system, and
instructions for the completion of Optional Form 8, Position
Description. Before going through the following, check with your
Classification Specialist in the Secretariat/Headquarters Human
Resources Office (S/HHRO) to see if there is a standard position
description that may suit your needs. Additionally, "PD Writer",
the Navy's automated position description writer (available from
S/HHRO), may also assist you.

305.1 New Position Description. Generally when a new position
is to be established or the major duties or responsibilities of
an existing position have changed substantially, a complete new
description is required. Time will often be saved by getting
help from position classification specialists before starting to
write a position description and by submitting a rough draft of
the description to the Position Classification Office, S/HHRO, so
that it can be reviewed for completeness and clarity. When the
position description is ready for submission in final form, it
should be typed single-spaced on plain bond paper and attached to
a completed OF-8, Position Description (see paragraph 305.4).

The original and four copies of the position description along
with the original OF-8 and Request for Personnel Action, SF-52,
should be forwarded to S/HHRO via N09B23, Room 4D386, Pentagon.

305.2 Revising/Reinstating Position Descriptions. Sometimes a
complete new description is not needed or necessary and a
classification specialist can help you make this decision. Some
of the alternatives to writing a new description are:

a. Amendments. These are used when the major duties and
responsibilities of an already classified position have changed
to some extent but not sufficiently to warrant a complete
rewriting of the position description. The decision to amend
rather than rewrite a position description depends on whether the
amended description conforms with reasonable standards of
neatness and utility (amendments should be limited to one page
and there should be no more than two amendments to any position
description). A change of minor duties in a position does not
usually require amending the position description. The submis-
sion procedures for amendments are the same as described for new
positions.
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b. Identical Additional Positions. These are used when the
duties, responsibilities, qualification requirements and
organizational pattern and relationships under the same
supervisory position are identical in all respects to those of
another position. A request for an identical additional position
is usually brought about by an increase in workload and a new
position description is not required.

c. Reestablishment of Position Descriptions. This method is
used when a cancelled position description is to be reactivated
and the duties, responsibilities, and qualification requirements
of the position, as originally described and classified, have not
changed in any major respect. The reactivation is accomplished
in order to expedite re-use of the position description. If a
minor change is necessary, submission of an amendment to bring
the position up-to-date can be made simultaneously with a request
for the reestablishment of the cancelled position description.

305.3 Guide for Writing Position Descriptions

a. General. The Classification Act provides a method of
paying government employees equal pay for essentially equal work
performed. Accurate position descriptions are necessary for this
purpose and for other management uses. Follow the guide below in
preparing such descriptions. Describe the job concisely in
plain, clear language. Give the facts requested by the direc-
tions but be brief and to the point.

b. Factor Format. The use of the factor format for
describing positions is recommended and employees will often hear
that their positions must be described using the factor format.
For some occupational series, use of the factor format is
optional; for others, it is mandatory. However, the policy of
the Classification Program is to encourage all employees to use
the factor format when describing positions.

(1) The factor format uses nine discrete factors on
elements of criteria to determine a grade for the total position.
Each of these nine factors is used to describe a portion of an
employee's position and the classification specialist will then
use the appropriate grading standard to assign a point value to
each of these same nine factors. When the total point value for
all nine factors is added up, the classification specialist can
convert that total value to a GS grade.
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(2) In describing a position, it is essential that the
writer capture the correct concept that is called for in each
factor. Point values in the standards are gauged according to
how closely the actual factors in a position description come to
meeting the concepts displayed within the standard's factors.
For example, in Factor 5, Scope and Effect, the concept which
that factor calls for displays a pattern of explaining the pur-
pose, or why the work is performed, along with the impact of
performing that work. If the writer does not adequately con-
struct that pattern of explaining purpose and impact in Factor 5,
then the classifier will have a difficult time assigning the
correct point values. Concepts described in factors must be
directly related to duties of the position.

(3) Position descriptions in the factor format must
include the following elements:

(a) Introduction: State in one or two short
sentences the general nature of the position and how it fits into
the organization, e.g., the employee is one of four file clerks
in the (organization); the employee is the supervisor of five
military personnel clerks in the (organization). Please do not
include mission statements, as they are available from other
sources.

(b) Duties: Briefly list each of the major duties
and responsibilities which make up the total position, giving an
approximate percentage of time for each. 1Include only those
duties which are the responsibility of the particular position,
not those of the unit or section. Use any method of organizing
the duties which will give the best picture of the position,
i.e., order of performance, order of importance, etc. In
describing each duty be brief but give sufficient detail to
provide a clear understanding of the work. When supervisory
duties and responsibilities are a part of the job, describe them
under the heading SUPERVISORY DUTIES, after the description of
any duties individually performed. Include the following:
kinds, grades and numbers of positions supervised; the nature and
extent of supervision--instructing, planning, and assigning the
work, review made of the work, responsibility for personnel
actions or recommendations, etc. Supervisory duties are
evaluated using the Supervisory Grade Evaluation Guide and, as
such, when they represent the predominant duties in the position,
they need not be described according to the factor format. Any
questions on describing supervisory positions should be directed
to a classification specialist.
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(c) Factor Descriptions: Use the following nine
factors exclusively to describe the position. Be sure to develop
the patterns of concepts which are listed here for each of the
factors. Ensure that concepts relate to the major duties of the
position.

1. Factor 1, Knowledge Requ